


Agenda

• Zoom Recording/ Audio Transcript
– Passcode: ?KR6Hy#$

• Introductions
• POI Types, Forms and Who Does What
• Tips for Faster Processing
• PeopleSoft Demonstration
• Training and Help
• Q & A
• Wrap Up

https://sjsu.zoom.us/rec/share/xeorJBDeox650UzS5FdIJmfdmHbxVyn27 144.277 295.493]/O/Layout/Place
https://sjsu.zoom.us/rec/share/HDLmQXH_LVcKn-CuzZ6w5N0JPbNisT5OkEjR59JB8C22FfEYLc8rsa5dXrBBcUU.rxySS-w-f4jWtAvK




POI Types

• CHRS Recruiting
• Future Hire
• Emeritus Faculty
• Emeritus Staff
• Volunteer Faculty
• Volunteer
• Visiting Scholar
• Other

• Auxiliaries
– Alumni Association
– Associated Students
– Research Foundation
– Spartan Shops
– Student Union
– Tower Foundation



POI Types with No Forms

• CHRS Recruiting
– No forms; added by UP recruiting staff

when a non-employee (e.g. student,
community member, etc.) is part of a
recruitment committee



POI Types with No Forms

• Future Hire
–



POI Types for Emeritus

• Emeritus Faculty
– Initiated by Department
– Reviewed by Faculty Services, Office of the 

Provost, President
– Finalized by Office of the President
– Entered by Employee Support Services



POI Types for Emeritus

• Emeritus Staff
– Initiated by Department
– Reviewed by Dean/AVP, Division VP, UP

Senior AVP, President
– Finalized by Office of the President
– Entered by Employee Support Services



All Other POI Types

• General Requirements
– Department initiates form
– Most forms have to be acknowledge by supervisor, chair 

or work lead, dean or appropriate administrator
•



All Other POI Types

• General Requirements
– POI completes a portion of the form

• Background check release
• Vaccination proof 

acknowledgement 
• Eligibility to work information
• Emergency contact





All Other POI Types

• General Requirements
– The UP Volunteer Team will review eligibility to

work documentation if required; they will not
approve if the POI is not eligible to work in the
United States

– The UP Volunteer Team will initiate and monitor
background checks if required; they will not
approve if the POI does not clear the
background check







Volunteer Faculty

• Process
– Volunteer forminitiated by Department
– Acknowledged by Supervisor, Chair, Dean
– Completed by Volunteer
– Approved by

• UP Leave Team
• Faculty Services
• UP Volunteer Team
• If approved by all areas of UP, the form will be finalized and

sent back to the department for processing
– Entered by Department

https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=e70dc60a-6f35-44ab-9d5e-bed23a633d7e&env=na2&acct=fa929907-b5fe-4c3f-b0ad-b7535d63883e&v=2


Volunteer (Non-Faculty)

• Types of Work
– Advisor
– Athletic Training Support
– Driver
–



Volunteer (Non-Faculty)

• Process
– Volunteer forminitiated by Department
– Acknowledged by Supervisor, Chair/Work Lead, Dean/Appropriate 

Administrator
– Completed by Volunteer
– Approved by

• UP Leave Team
• UP Volunteer Team
• If approved by all areas of UP, the form will be finalized and sent back 

to the department for processing
– Entered by Department

https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=e70dc60a-6f35-44ab-9d5e-bed23a633d7e&env=na2&acct=fa929907-b5fe-4c3f-b0ad-b7535d63883e&v=2


Unpaid Visiting Scholar



Unpaid Visiting Scholar - International

• Process
– Unpaid Visiting Scholar International forminitiated by Department; 

portions of the ISSS approved packet must be attached
– Acknowledged by Faculty Sponsor, Chair or Program Director, Dean
– Completed by Scholar
– Approved by

• UP Leave Team
• Faculty Services
• UP Volunteer Team
• If approved by all areas of UP, the form will be finalized

– Entered by UP Volunteer Team

https://app.docusign.com/templates/details/9d4981f7-a6f2-4024-8947-7c5a511967af


Unpaid Visiting Scholar - Domestic

• Process
– Unpaid Visiting Scholar Domestic formInitiated by Department
– Acknowledged by Faculty Sponsor, Chair or Program Director, 

Dean
– Completed by Scholar
– Approved by

• UP Leave Team
• Faculty Services
• UP Volunteer Team
• If approved by all areas of UP, the form will be finalized

– Entered by UP Volunteer Team

https://app.docusign.com/templates/details/2e12d611-5f9b-4d42-83ce-adad80f8ac3c


Unpaid Intern (POI Type: Other)

• Type of Work
– An internship is a form of experiential learning that integrates 

knowledge and theory learned in the classroom with practical 
application and skills development in a professional setting

– Internships give students the opportunity to gain valuable 
applied experience and make connections in professional fields 
they are considering for career paths; and give employers the 
opportunity to guide and evaluate talent

– Interns may be paid, unpaid, or a combination of the two and 
are typically appointed for no more than one year

– Interns may not perform bargaining unit work
– A non-student may not be an intern



Unpaid Intern (POI Type: Other)
• Process

– Intern forminitiated by Department; PD must be attached
– Acknowledged by Supervisor, Chair/Work Lead, Dean/Appropriate Administrator
– Completed by Intern
– Approved by

• Advisor
• UP Leave Team (coming soon*)
• UP Volunteer Team
• If approved by all areas of UP the form will be finalized and sent back to the 

department for processing
• *Form will soon be updated to include vaccination proof process

– Entered by Department
• Note: Intern must also sign the position description; signed PD should be sent to 

up-volunteer-appointments@sjsu.edu



Other POIs

• Type of Work/Reason for Appointment
– These POIs may be employed by another entity 

(e.g. consulting firm, Chancellor's Office) but are 
doing work on campus (or remotely)

– They may also be individuals who are not 
working on campus but need an ID for access to 
buildings and/or systems (e.g. housing residents, 
camp attendees)



Other POIs

• Process
– Person of Interest forminitiated by Department
– Acknowledged by Supervisor, Chair or MPP
– Completed by POI
– Approved by

• UP Leave Team
• UP Volunteer Team
• If approved by all areas of UP the form will be 

finalized
– Entered by UP Volunteer Team

https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=e7848118-0bad-4a83-8dc3-528def292807&env=na2&acct=fa929907-b5fe-4c3f-b0ad-b7535d63883e&v=2


Tips for Faster Processing

• Do NOT retroactively appoint a POI in ANY category
• Submit form as early as possible

– At least 2 weeks prior to preferred start date is 
best
• Collecting vaccination proof may take up to 5 

days
• Getting background check results can take a 

week or more at times



Tips for Faster Processing

• Be as detailed as possible about the work to be done 
(or why the POI/Other is needed)
– The more details we have up front the less back 

and forth we have to do with you
• Ensure the POI stays on top of what is needed

– Vaccination proof
– Eligibility to work proof when applicable
–





PeopleSoft Demonstration

• Before we start the demo, a few reminders:
– Always do a thorough CSU ID Search to avoid creating 

a duplicate EmplID
– These fields are required in order to convert the POI to 

CHRS; these are required in CHRS
• SSN or ITIN
• Date of Birth
• Planned Exit

– Always key an inactive row (will not have to do this in 
CHRS)



Training, Access and Help

• Training
– Request POI-specific training via email up-volunteer-

appointments@sjsu.edu
• System Access

– Complete the SJSU @ Work and CHRS Recruiting System 
Access form(training required)

• Help
– Find information on the UP Website

• Process Toolkit/Onboarding
• Resources/Forms & Documents

– Contact us via email
•

up-volunteer-appointments@sjsu.edu



Q & A

• How does a POI get an email?
– Once the POI is entered, either by UP or the 

department, the EmplID is created; a process will 
then run overnight to create SJSUOne and email 



Q & A

• How does a POI get a Tower Card?
– The POI may upload a recent photo to: 

https://myid.sjsu.edu
– The POI can then complete the SJSU Tower (ID) 

Card Mailing Request Form; a copy of the POI 
form is required

– These forms are processed by the Tower Card 
Office

– The POI can request that the card be mailed or 
picked up in person on campus





Q & A

• What is the best place to access the Volunteer Request form? 
DocuSign template, UP website?
– It is always best to find the updated forms on the UP 

website in the Onboardingsection of the Process Toolkit or 
on our Formspage 

• Are you accepting vaccine exemptions for POIs? And if so, do 
they also qualify for weekly testing on campus?
–



Q & A

• What is the best way we can obtain the SSN or ITIN 
from the students (or other POIs)?
– Getting the information over the phone is best 

but you can also use a Qualtrics form or 
ShareBase; CSU Moveit is also a safe option; if 
you are unable to obtain the information you 
can contact up-volunteer-
appointments@sjsu.eduand we will assist you



Q & A

• Do we need to notify you if we need to end a volunteer 
appointment early? What about for other POIs that 
departments don’t key?
– For volunteers or interns that you keyed you don’t 

need to notify us; you can key in the change yourself
– For all other types that UP keys you should email up-

volunteer-appointments@sjsu.eduwith the updated 
information and we will update the record



Q & A

• Do folks who work for the on-campus food & 
beverage establishments, such as The Shop 
by Chef Baca in King Library, go through the 
POI process?
– Yes, they are entered as Auxiliary-Spartan 

Shops
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